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Chapter V

CORRESPCHUENCE PREPARED FOR THE SIGNATURE OR THE
ATTENTION OF THE DIRECTOR OR DEPUTY DIRECTOR OF CBNTRAL INTELLIGENCE

Correspondence preparad for the Director or Deputy Director of Central
Intellligence generally conforms to the format standards set forth in
preceding chapters sxcept as hersinafter described,

111, Stationery and Number of Coples

a, ILetters or memorandums (see Exhibit 1 to determine which is
appropriate) addressed to the President, Executive Office

| of the President, Members of Congress, or officlals of other

tovernment agenciesy

# Original (DCI or DDCT letterhead band},

Courtesy Copy (tissus lettsrhead),

Copy for "Through® addressees, if any (tissue letterhead),

Bxecutive Registry Copy (plain white or yellow tissue,
dspending upon whether the ysllow 0fficisl File Copy is
to be retsined at another level,)

Signerts copy {plain white tissue),

Copy for return to originator (plain white tissus),

Information and other coples a3 my be deaired by originater,

b, Letlers addressed to private individuals and organizations
other than listed in parsgraph a, above:

Sams as above except that no courtesy copy is prepared,
¢, Memorandums forwarded to DCI or DDCI for approval thereon:

Original, which normally is resturned to the originator upen
approval or disapproval (plainm bond),

Offiuial)ﬁ‘ila Copy for Executive Registry (plain yellow
tissue),

Copy for approving official (plain white tissue),

Information and other copies as may be desired by originator,

#NOTE: In the Director's absence, correspandence prepared for the
Acting Director's signature is typed on letterhead atation-
ery marked "Office of the Director," not "Office of the
Deputy Director,”
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112,

113,

Tdentifying the Naturs of Correspondence

&, All correspandsnce addresssd to the DCT or the DDOI should
open with a sentence similar to one of the following:

(1) "This memorandum is for information ¢
relerence is made to paragraphs 4

paﬂieu%ar

(2) ®This memorandum suggests action on the part of the
peI {or DDCI), BSuch requested action 1s contained in
paragraph _ A

{3) "This memorandum contains a reco dation submitted
for DCT {or DDCI).approval, 5 ncg‘ recormandation is
gontained in parsgraph " (Also, ses Paragraph 117s.)

b, Correspondence for the signature of the DCI or the DDCI shall
be accompanied by a brief of one or twe paragraphs, Driefs
are prapased on plain bond and tissue stock, Coples should
ba kept to a minimmm, Do not date the brief at the time of

- typing it unless assured that 1t will be signed on the seme
day. Bxhibit 7 1llustrates the format of a correspondence
brief,

#Tn Reply Refer To,* Although the use of this line is optionsl
Tor correspondence signsd by other officials of CIA, it iz never
used in correspendence for the signature of the Director or the
Deputy Director of Central Intelligence,

Tdentification of Segond and Succeeding Fages. The mathods of

tifying secnd and succeeding pages of memorandums and
letters, as described in Parsgraph 18, shall not be used in
eorrsspondence addressed to or prepared for the signature of the
POT or the DDOI,

Complimentary Close, Signature and Title,

a. The complimentary slose preferred by hoth the DCI and the
DDGI 1is "Sincerely," except for correspondance addressed to
the Pragident or Viee President, mpegpectiully yours" is
then uzed,

b, Corrsspondence shall bear the following typed signatures and
titles:
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For the Signature ATLEN W, DULLBO#

of the DCGIs bDirector
For the Signature G, P, CAZBLI#
of the DDCI: Lieutenant Ueneral, USAF

Deputy Yirector

#Type the signature in all ocaps if the correspondence
is 3 memorandum; in initial caps 1f the corvespondence
is a latter,

¢. In the Director's absence, "Acting Dirsctor" is substituted
for “Deputy Uirector,” and "0ffice of the Uirector® staticn-
ery ls used,

position of Basic Corres ondence, If the gorrespondsnce for
signature of t X oor D s in the naturs of & reply,
indieate under "Distribution® the disposition of the basic
vorrespondence,

For example!

Distribution:
Orig., and 1 - Addresses
1 = C/AAA w/oy of baslc
2 - G/EBB
1 « Exsc, Reg. w/basic
1 - bcI

117, GConeurrences and Aggrom

a, All papers submitted for DCI or UDCI sectlon, which requlre
s signature to denote approval, will contain in the final
psragraph & regommendation which ‘¢learly briefs the action
rocommended, The paper shall further gontain the follewing
words in the place provided for DCI or DI signatures
#7he pegommendation (s) in parsgraph 48 (are) approved.”
The coneurrences of the Deputy Director and appropriate
Officers subordinate to him shall slsc be shown on the samd
pags., Ses example on next pige.
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EXAMPLE OF CONCURRENCES AND APPROVAL

4, It is therefors regommended that the verbal agreemént desoribad
above be concludsd officially,

Chief, Management Staff

CONCUHRENCES 1
Beputy Direetor (Support) “Tate
Teneral counsel Date

The recommendation in paragraph L is approved,

vate

b, In order that the Director or the Deputy Director of Central
Tntelligence may know who has prepared and concurred in corres-
pondence for thelr signsture, one of the two coples forwarded
for retention in their files will bear the sipnature and title

of the originator and each concurring official, {Ses next
page for continuation)
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ator's and concurring officials' signatures should
,&eiﬁg&e&w the words XORIGINATED BY," end "CONCURRENCES®
respectively, <+he second copy for retention in the files of
the DCI or DDCT and all other Agensy coplies need not bear the
signatures of the originator and conourring officials, Their
typewritten names will suffice,.

8., Asssrbling and Forwarding, All correspondence will ba ao@hm
1S With proper Toubing s1ips ; envelopes, addresses, room numbers,
receipts, and if necessary, postage slips. The assembly is

forwarded with all copies and basic material to the Exscutive
Registry, Adminlstration m}.ding.
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